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MEHORANDUM FORs Deputy Direcior {Plans) Wlasse CHANG

SUBJECT: General Serviges Support

1. 1In sccordance with our understanding that the Adminletrative
offices under the Depuly Director {Adminletration) would assume the
responsibility for pupplying administrative personnel reguired in
/P acidvities within the continentsl 1ialts of the United Gtates
and overseas, it is requesied that you advise &e of the support which
you require in the aress of responslbllly under the CGeneral fervicee
Qffice.

2. The Qeneral Services office consimis of he following
sotivitiest

a, Printing and Reproduction Division - provides printing and
reproduction sorvices to CLA, including large size offset
and lstter prese priniiag, smail size offsel printing,
platemaking, pho YWo-engraving, 1ino typing, verityping, mimeo=
graphing, dittoing, omalld printdng, pho tograpings pho o=
stating, sddrespographing, microlila duplicstion of both
negatives and prints, end final collating and pinding of
Cls reporis, mapsy and surveys collecied, compiled, or
requived by various Clk sctdivities.

b. Records Services pivieion ~ Directs and supervises operation
of the Vital ﬁaﬁriﬁ‘é and hecords ¥anagement BE T gt
4noluding Forms Deslgn and Contyols topregpondence and
Reports Management) Hecords Suyveys snd Lecords Retirement
Schedules; operation of the Agency Hecords Center; &tondard-
igation of filing systems, equipment and guppliesy and
training Area Rrecords Officers and other Agency personnal
in varicus phases of records mansgement. provides maching
record and reporting services for administretive and selected
operntional activities, Provides madl, courier and nessenger
services.

ace, Maintensnce and Pecilitles Division - wesponpible for
Bpace aeqiisdtion, Assigment, S lisecion, snd disposlilong
puilding alterations and maintenance; WOVIDE services; tele-
phone services; motor pool and ‘shuttle s seyvicesj and
procurenent snd aspignment of perking spaces.
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To date the following requests have been recelved and fulfilled

by the Gencral Services 0ffice for overseas supports

e

-2

Ce

25X1A6a

25X1A9%9a

L

Four ewployees wers gent to on temporary 25X1A6a
duty for a peried of five months to microfilm certain records

in possession of the Upon completion 25X1A6a
of this Job, the personuel returned.

@ or about $ Jamsry 1953 -, I, »isting saa 25X1A92

Repreduction Supervisor, 05-12, was sent oversess at the request

of the F& Division, DU/P, to assume responsidility for the

printing and reproduction activiiy in No additional 25X1A6a
requoeste for personnel have been recelve the reproduction

category.

At the present time the followlng individuals are overscas
mqﬁ:r ¢ minimam period of two years of duty and
have egtablished eertain mschine vecords (IBM) as reguired

al thet station:

05~12 Teb Equip, Operator Supvr.
G8-9  Tab Byulp. Operator Supvr.
G5-5 Tab Zquip. Operator Supvr.
G8=3 Tab Iguip. Operator
88=l Tab “gquip. Jperator
g5~ Tab Xquip. Operator
(8-3 Teb Fquip. Operator

The Genersl Services Office can be of agsistance in the departe

mental areca in the geleotlon, training and agsignment of experienced

records

personnel as they may bs required in RI or in other records

scidvitles under the DD/P. “The Printing and Reproduciion Divieion may
be of zssisiance from time to time in supplyinsg personvel to TS8 in the
departmental erez ss they mey require for transfer or for tomporary
asgsignment W meel plakload sitwations. Otherwise, mpport in the
departmental srea will be the same ag for a1l other operating activi-
ties in Hesdquarters.

5.

is 0 overseas, 1t is belleved that the following should be

given consideration. In the fleld of Printdng and Heorcduetion in
oversezs areas there may be a question as to the possible separstien
of Cover and Documsntation work frosm pure printing =nd reproduction

work.,

il ithe wo can be fessibly separated from the standpoint of

supervicion and supplying of personnel, such gennration may be desivra-
ble. I wiash to peint cut that there may be a nroblem in connection
with numbers of persomnel avallable for assignment to oversess
sotivities, which are in totel muech greater in mumber *han those

thad could probably be supplied by TS5 from Headaquarters., The rota-
tdon of such personnel is, I belleve, a problem which should be
consldered in connection with the career designetions and career

development of such personnel<,
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gty Director [lams)

6. [ believe thnt there is o defintte nesd for training records
manapenenl persttel ot overseas installatfons in the handling sod
mapagement f thelr recortds in order to bring sbount the mogt efff~
clent willlraifon of adouailcoted records and o develop over & period
of years unifornity among statiors. In the Jield of meehine resords
{IbM}, the suppers shich is bow being piven way very Likely Le ex»
tended to other ovurgse.s sre«ss where the Installstlons are safficiently
great lu size W warrani e sppliestios of machine lwchnigue in
matieys denading wi'h Uinengial snd logletica) scoounting, persennel
data, payroll and lesve agtivity, snd operstionsl mpyplications
which may bo of considerslile benefits.

7. I ssoume that all of your requirementes in comnection with
rexl csisie foncidons cen Le mat By the Desl Feiats sl Cons ruotiion
Udvislon of the lLoglsides Office. Therefore, I do nod expeci that
you willi Bave any requivements to be swiplied Ly the Dpaow, Aalnte~
nance s Peslilltles Division.

B. I =m arxious 0 provide whislever support sy be reguired
in the sbove aress. Since the Oensral Seprvige: Offiee involves &
diversity of responsibilities and activitdes, ike probles im mot
quite a8 elear-oul s 30 iz in the csse ¢f rersonnel, Finasnoe, mnd
iogistics. I would therefore mppreciaie your copsideraisn of this
problem snd an sopropriste roply W inglade s list of positions,
indisating the mmber, e, and lowation of apeigaments, whetheyr
cvereess or depar tmantal.

P« The thief, Genersl Services Dffice, will meke himself -
avalilsbls for such discussions as you sy declds necessary for the
developmrny of & clearecut snders tanding.

L. . WHITE
Aeting Deruky Dircotor
{Administration}
Criginatding Officer:
Concurred in by members of 530 Career

/Ai;é Service Board present at meeting held
/ o ”
25X1A9%a 3 December 1953, 25X1A9%a
Chief, ral servieces Office

QS0/MIM: Jjes
Iy December 1953

Dietribution:
Orig, and 2 -~ Addressee
2 - G880
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